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FOREWORD 



The occupational analysis^pro ject- was conducted by The ^^^^^f t^^^r^^- 
Laboratory, Trade and Industrial, Education , The Ohio State University in con- 
junction with the State Department of Education,. Division of Vocational Educa- 
tion pursuant to a grant from the U.S. Of fdce -of Education. ^ . 

The Occupational Analysis project was proposed and conducted to train v^ca- 
tional educators in the techniques of making a comprehensive °""P^^;°"^^^ 
analysis. Instructors were selected from Agriculture ^Business , Distributive, 
Home Economics and Trade and Industtial Education to gain experience in 
de^loping analysis documents for sixty-one different occupations. Represen- 
tatives' from Business, Indlistry, Medicine, and Education were involved with 
the vocational instructors' in conducting the analysis. process . 

The project was conducted in three phases.. Phase one involved the planning, 
and development of th^ project strategies. The analysis process "^s based 
- on sound principles of learning and behavior. Phase two was the i^entifica 
tionV selection and orientation of all participants. The training and work- 
shop sessions constituted the third phase . ^Two -week ^"^^K^^"?^ ""^J^^J^ 
during which teams of vocational instfuctors conducted an analysis of the 
Satlons in which they had employment experience. The instructors were 
assisted by both otcupatibnal consultants and subject matter specialists. 

The project resulted' in producing one hundred two trained vocational instruc- 
tors capable of conducting and assisting ±n^a comprehensive ^^^^ 
various occupations. Occupational analysis data werd generated far ^ixty one 
occupations.' The analysis included a statement of the various tasks performed 
i^i each occupation. For each task the f-ollowing it^ms were identified. ■ 
iools and equipment- procedural knowledge ; safety knowledge; concepts and _ 
- skills of mathematics, science and communication needed for successful per 
for^nce in he occup;tion. The analysis dat^ provided a basis or generating 
. instructional materials, course outlines, student performance objective^ 
criterion measures as well as identif^'ing specific supporting skills and 
knowledge in the academic subject areAs., 
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PREFACE 



This task analysis for the occupation of credit collection agent was developed on a general 
orifi.ntation basis. Tlie tasks identified are those that should be understood before entry 
into the job. However the writers understand and a^ree that efficient development of the 
task comes as a result of dtrect experience. >^ 
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JOB DESCRIPTION 



Tlie credit collection agent is a collector^ of past due consumer cr&dit accounts for bqsiness 
organi^a'tions. 
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Duty A Obtaining Past Due Accounts for Collection 

1 Conduct promotional campaign 

2 Sell credit grantor collection service 
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Diity B • Analyzing Individual Consumer Account 

1 Complete debtor record 

2 Acquire and review debtor information 
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